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Guidelines and Procedures on Visas and Letters of Undertaking      
1.0  Introduction 
From time to time, ILRI staff members are required to travel outside of their duty stations on 
official ILRI mission travel. 
 
There are also instances when staff members and /or their registered dependents choose to 
travel outside of their duty stations for personal reasons such as vacation, medical or 
educational travel and home leave for IRS. 
 
 ILRI also hosts international conferences, workshops and meetings from time to time and 
wishes to invite participants from different locations to the relevant event venue which involves 
travel. Being an international organization, ILRI also has staff from different ILRI locations 
travelling from one ILRI location to another on various types of official duty. 
  
In order to facilitate all these instances, ILRI is required to provide: 
- Assistance to staff members to obtain the necessary visas for travel in the case of 
mission or personal travel. In the case of NRS, the assistance provided will depend on 
local immigration rules; 
- Invitation letters for ILRI staff travelling from one location to another on official duty; 
- Invitation letters for ILRI staff travelling to attend conferences or workshops in locations 
in other countries; 
-   Invitation letters for participants travelling to ILRI locations to attend conferences, 
meetings or workshops. 
 
2.0 Aim 
The aim of these guidelines and procedures is to provide guidance on the process and 
management of visas as well as the issuance of letters of invitation for ILRI staff and personnel 
of other organizations. 
 
3.0 Scope 
These guidelines and procedures apply to all ILRI global locations. For ILRI regional and country 
offices, it is the duty of the Regional Representative or Country Representative to ensure that all 
staff are aware of these guidelines and procedures. These guidelines also apply to staff of 
institutions that are hosted by ILRI and hold ILRI contracts. 
 
In locations where ILRI is hosted by another institution, the relevant institutional guidelines and 
procedures shall apply. 
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4.0 Definition: 
“Note Verbales” are defined as diplomatic communications written as official memoranda 
between ILRI and the Ministry of Foreign Affairs, foreign Embassies and Agencies. 
The Notes Verbales can also be taken as an assurance of an undertaking on behalf of the staff 
member. 
 
 “Invitation letter” In the context of these guidelines and procedures is defined as an official 
letter written by ILRI or another organization for the purpose of facilitating the immigration 
entry and clearance for persons travelling from one country to another on ILRI business.  
 
These persons may be ILRI staff members from another country location or a person from 
another organization in another country. 
 
The invitation letter provides assurance of the person’s identity and employment to support 
clearance with immigration authorities of the country being visited. 
 
Visa facilitation will also be provided depending on the requirements of the host country. 
 
The “Protocol and Liaison Office” refers to the relevant office in Nairobi, Kenya. 
The “National Liaison and Protocol Office” refers to the relevant office in Addis Ababa, Ethiopia. 
 
5.0 Eligibility 
 Regular ILRI staff members  
 Consultants  
 Persons from other organizations visiting ILRI on official business or persons who have a 
strong affiliation to ILRI 
 Staff of hosted institutions who hold ILRI contracts 
 
6.0 Official Travel 
In the case of official travel, Notes Verbales are prepared by the Protocol and Liaison 
Office/National Liaison and Protocol Office/Country and Regional Representatives as a 
supporting document to facilitate the following purposes: 
 Issuance or renewal of passport as may be relevant;  
 Visas for ILRI staff travelling on official ILRI mission travel;  
 An authentication of the staff member’s employment, identity and position to the relevant 
Embassy/High Commission/Consulate of the country to which the staff member is travelling 
on mission; 
 An undertaking that all the staff member’s expenses, including medical expenses, will be 
catered for by ILRI.  
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6.1 Procedures for Official Travel  
For ILRI staff required to travel on official mission, the following procedure shall apply: 
 The relevant staff member obtains approval to proceed on mission travel from the relevant 
Director or delegate who approves the travel using the Travel Authorization (TA) form 
(Appendix 1); 
 The relevant steps are followed for booking of flights depending on the applicable process 
for each ILRI location;  
 The Protocol and Liaison Office/National Liaison and Protocol Office checks visa requirement 
with relevant Embassy/High Commission/Consulate; 
 The issuance of ticket depends on the staff member acquiring the visa based on the relevant 
requirements of the relevant Embassy/High Commission/Consulate; 
 The Protocol and Liaison Office/National Liaison and Protocol Office prepares a Note 
Verbale to support ILRI’s request for issuance of a visa for the staff member; 
 The issuance of the visa is contingent upon ILRI and the staff member fulfilling the visa 
requirements of the country being visited; 
 ILRI cannot guarantee visa issuance as this is the discretion of the relevant Embassy/High 
Commission/Consulate. 
6.2 Conditions for Official Travel 
It is mandatory for staff travelling on official duty to obtain approval from the relevant Director 
through the Travel Authorization Form even if the travel has no cost implications for ILRI and is 
being sponsored by another party. Unauthorized travel has considerable implications for all 
insurance coverage, including medical insurance cover for the staff member, should they travel 
without authorization. 
 
6.3 Conditions for Visa Applications 
Due to the need to safeguard ILRI’s reputation as an institution of integrity and also to protect 
the integrity of ILRI employees, it is important that all staff adhere to the following conditions 
when applying for visas: 
 All information supplied for the purpose of facilitating a visa for both official as well as 
personal travel, must be factual. Under no circumstances should false information be 
provided to the relevant Embassy/High Commission/Consulate for the purpose of obtaining 
a visa. This includes the need for the provision of factual information on details such as hotel 
accommodation and flight bookings if required. It should be noted that it is not unusual for 
the entity to which a visa application is being made to check the authenticity of such details; 
 Visa applications should be provided at least one month in advance of the intended travel; 
 Note Verbales can only be generated by the following authorized persons or their delegates: 
- The Protocol and Liaison Officer in Nairobi  
- National Liaison and Protocol Manager in Addis   
- Regional/Country Representatives   
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 The Notes Verbale can only be signed by the following authorized persons or their 
delegates: 
- Director General  
- People and Organizational Development Director   
- Regional/Country Representatives  
 
Where the Notes Verbales are prepared by Regional or Country Representatives or their 
delegates, they shall share copies with the Protocol and Liaison Office in Nairobi for records. 
It is prohibited for any other person or office within ILRI to issue and sign Note Verbales; 
 All official Note Verbales will carry a duly authorized official stamp reserved for such 
communication; 
 It is prohibited for any ILRI staff member to facilitate the travel of another ILRI staff or non-
ILRI staff whether for official or personal travel by preparing Note Verbales independent of 
the Protocol and Liaison Office/National Liaison and Protocol Office or Regional/Country 
Representatives. 
 
7.0 Responsibilities 
7.1 Protocol and Liaison Office/National Liaison and Protocol Office/Regional and Country 
Representatives  
 Prepare Note Verbales to support travel and visa requirements;  
 The Protocol and Liaison Office in Nairobi/National Liaison and Protocol Office in Addis 
Ababa will retain one copy of the Note Verbales for official recording and where relevant, 
the Regional/Country Representatives will send one copy to the Protocol and Liaison Office 
in Nairobi for records.  
7.2 Staff  
 Should be aware of these guidelines and procedures, conditions and procedures for visas 
when processing travel on official mission or personal travel; 
 Should comply with the timescale of commencing their travel preparations of at least one 
month before the intended time of travel to enable all processes to be completed in good 
time; 
 To cooperate with any requirement from the relevant Embassy/High Commission/Consulate 
as may be stipulated;  
 Should ensure that visa requests and all related documentation submitted to support a visa 
request is based on factual information; 
 Should ensure prior authorization from relevant Directors of intended travel. 
 
 8.0 Personal Travel  
In the event that staff and their registered family members travelling outside of their duty 
station for personal pursuits such as medical, leisure or educational travel and home leave; they 
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are required to obtain a letter from ILRI as an employer, the letter will be prepared by the 
People and Organizational Development Directorate to facilitate the following purposes: 
 Visas for ILRI staff embarking on personal or immediate family travel for medical, leisure or 
educational travel and home leave; 
 An authentication of the  staff member’s employment, identity, position and salary details 
within ILRI; 
 An undertaking that all staff member’s expenses will be borne entirely by the staff member. 
8.1 Procedures for Personal Travel  
 A staff member proceeding on personal travel that entails absence from duty shall consult 
with their respective  supervisor and apply for leave days from their annual leave 
entitlement, using the standard process for leave application; 
 The supervisor approves  or disapproves the leave;  
 The leave days requested must cover the entire period that the staff member will be absent 
from office on personal travel; 
 The People and Organizational Development Directorate or the National Liaison and 
Protocol Office will only provide letters of introduction where required to facilitate personal 
travel for the staff member and his/her immediate family as registered under ILRI records; 
 The staff member forwards communication from the requesting organization to the People 
and Organizational Development Directorate or the National Liaison and Protocol Office 
requesting for a letter of introduction; 
 Upon receipt of the request, the People and Organizational Development Directorate or the 
National Liaison and Protocol Office will review the request and provide the letter. 
8.2       Conditions 
 ILRI will only provide letters of introduction where required for the staff member and 
his/her immediate family as registered under ILRI records; 
 Staff must plan their personal travel in good time and the request for a letter of introduction 
must be submitted to the People and Organizational Development Directorate or the 
National Liaison and Protocol Office at least one month before the intended date of travel to 
enable the People and Organizational Development Directorate or the National Liaison and 
Protocol Office to action the required paper work. 
9.0  Responsibilities 
9.1  People and Organizational Directorate or the National Liaison and Protocol Office  
 The People and Organizational Development Directorate or the National Liaison and 
Protocol Office prepare the letter of introduction upon approval.  
9.2  Staff 
 The staff member requiring a letter of introduction must forward communication from 
the requesting entity to that effect to the People and Organizational Development 
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Directorate or the National Liaison and Protocol Office to facilitate the introductory 
letter. 
 Should be aware of these guidelines and procedures for  letters of introduction;   
 Should ensure that requests for letters of introduction are based on factual information; 
 Should ensure that the request for a letter of introduction is submitted to the People 
and Organizational Development Directorate or the National Liaison and Protocol Office 
at least one month before the intended date of travel to enable the required paper 
work to be done in time; 
 Cases of emergency will be handled on a case by case basis depending on the prevailing 
circumstances. 
 
10.0  Letters of Invitation 
In cases where ILRI is hosting international conferences, workshops or meetings and 
wishes to invite participants from different organizations coming from different 
countries, letters of invitation would normally be required to support the participant’s 
travel. This also applies to ILRI staff travelling on official duty to other ILRI locations and 
persons from other organizations in other countries travelling to ILRI locations for any 
official duty.  
 
10.1  Procedures for Letters of Invitation 
The following process shall apply for letters of invitation for 
conference/workshop/meeting participants travelling to ILRI offices: 
 The Administrator or Project Management Officer (PMO) of the relevant 
Department/Program/Unit in the ILRI office shall prepare the invitation letter for 
signature by the Program Leader/Flagship Leader, inviting the conference/workshop 
or meeting participants; 
 A copy of the signed letter of invitation shall be sent to the Protocol and Liaison 
Office in Nairobi for records; 
 The Administrator/PMO then sends the letter to the participant to support his/her 
visa and/or other immigration requirements for entry into the relevant country and 
the letter can also be used to facilitate authorization from their organization to 
attend the conference/workshop or meeting;   
 Entry and immigration requirements differ from one country to another. With some 
governments, citizens of particular countries require special clearance from their 
respective Ministries of Foreign Affairs before granting entry. Where such 
requirements are stipulated, the invitation letters from the respective 
Department/Program/Unit Administrator or PMO shall be forwarded to the ILRI 
Protocol and Liaison Office, to support a request to the respective Ministry of 
Foreign Affairs for special clearance. 
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11.0  Responsibilities 
 
11.1  Protocol and Liaison Office or National Liaison Office 
 The Protocol and Liaison Office/National Liaison and Protocol Office shall provide 
guidance and information on the visa/entry/immigration requirements of different 
countries; 
 In cases of special requirements by the countries being visited, the Protocol and 
Liaison office/National Liaison and Protocol Office is to ensure strict compliance by 
ILRI;  
 The Protocol and Liaison Office /National Liaison and Protocol Office shall keep a 
record of all invitation letters; 
 The Protocol and Liaison Office /National Liaison and Protocol Office shall prepare 
Note Verbales to the relevant Embassies/High Commission/Consulates to facilitate 
visa requests for ILRI staff and authorized persons who are travelling on official duty. 
 
11.3  Relevant Department/Program/Unit    
 The Administrator/Program Management Officer to prepare letters of invitation for 
relevant personnel requiring entry into the relevant country; 
 The Administrator/Program Management Officer to send the letters of invitation to 
the Protocol and Liaison Office for vetting and onward transmission to the meeting 
participants; 
 For ILRI staff requiring letters of invitation to visit other countries on official duty, 
the Administrator/Program Management Officer to request the letters from the 
relevant party; 
 The Administrator/Program Management Officer should ensure that letters of 
invitation are based on factual information. 
 
11.4  Staff    
 Staff members to familiarize themselves with these guidelines and procedures; 
 The staff member that is travelling to timeously provide required documentation as 
may be needed (at least one month in advance) to process letters of invitation or 
visas as the case may be; 
 Should ensure that requests for letters of invitation are based on factual 
information. 
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Annex1
 
ILR 
International Livestock 
I 
Research Institute 
Name of traveler(s) – (Please give age of 
children for incoming staff)  
 
Staff 
Employment 
Number 
Nationality   
Purpose of Travel 
    
No. of official travel days (including weekends and holidays)  No. of leave days (please send leave request to your supervisor) _______ 
 
 
Itinerary                                                
Date Amount of Travel advance required ( Do not fill if advance is not required ) 
Arrival Departure No. of 
days 
Per diem Accom. Other  
Misc. 
Currency 
 
Total 
    Rate Total Total    
          
          
          
          
          
          
Estimated Air Fare     
 
         100%    %Section 
 
 Cost Centre Code Location Code Grant Code Activity Code                   Expense code  
Portion of ticket to be paid by traveler (Amount, % or section of itinerary): _____________________ 
 
Airport transfer required? On departure: Yes 
 
No   On arrival: Yes 
 
No   
 
Travel insurance needed? Yes   No      
 
Is a visa required? Yes 
 
 No   Travel Agencyto inform 
  
 
If you wish travel agency to arrange hotel accommodation, or car rental services required, please indicate place and date 
________________________________________________________________________________________________________________ 
Contact while away:   _____________   Traveler’s signature ________________________     Date:_____________          
          
Approved  by :Budget Holder name________         ___         _____Signature:                           __________Date:_________         ______ 
 
Approved  by :Supervisor (if different)_____         ___         ______Signature:                   _____________Date:___________________ 
 
Approved  by :Director_____         __         ___________         ____Signature:                                 Date:________         _______ 
                                                                               
Received by Travel Agent (if booking required)   ____________________________   Date:  ___________________________ 
                     
cc.  Finance - Accounts Payable (in all cases) 
 
Note to traveler: Used ticket and boarding passes must be attached to your expense claim form.  
 
REVISED MAY 2012 
Travel Authorization 
TA Number:  
 
 
 
 
